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given; 65,000 executives expected to attend (Of- 
fice Equipment News—Oct., p. 87). 

BEMA Show at N. Y. Coliseum Oct. 23-27—“‘New 
Vistas for Progress” will be theme of 9th an- 
nual equipment display and management con- 
ference (News of Associations—Sept., p. 12). 

BEMA Show, Oct. 23-27—Will present “New 
Vistas for Progress’ program at New York 
Coliseum (Oct., p. 84). 
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ti To be Sept. 24-27, 1969, at the Sherman 
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in Boston June 20-23 (News of Associations— 
Mar., p. 12). 

EDP Exposition Open to Public—Outline of pro- 
gram of annual International DPMA Confer- 
ence and Business Exposition (News of Associ- 
ations—June, p. 10) 

EDP Conference Set for Scotland—The fourth 
triennial conference sponsored by the Interna- 
tional Federation for Information Processing 
will be in Edinburgh, August 5-10, 1968 (Ideas 
International—June, p. 79). 

LOMA Adds Six Firms—Total number of LOMA 
member firms now 465 (News of Associations— 
May, p. 10). 

LOMA Conference Set for Sept. 25-27—Theme of 
44th annual conference: Meeting Management 
Challenges (News of Associations—Aug., p. 10). 

Report and Directory Available from LOMA— 
Annual report covers 1965-66. 1967 directory 
lists 410 members, 50 associate members (News 
of Associations—Feb., p. 10). 

LOMA, NMA Elect Officers and Directors—New 
president of LOMA is W. Dawson Sterling; 
president of NMA, Van B. Phillips (News of 
Associations—Nov., p. 12). 

MTM Association Officers Named—New officers 
for 1967-68 announced (News of Associations— 
Jan., p. 10). 

Microfilm Directories Available from NMA—Di- 
rectories cover foreign and U.S. microfilm 
equipment (News of Associations—Oct., p. 12). 

Microfilm Meeting Stresses Systems Uses—16th 
annual convention of National Microfilm Asso- 
ciation in Miami April 26-28 (News of Associa- 
tions—Mar., p. 12). 

Milwaukee Office Show Set—Show presented 
every three years by Milwaukee Chapter of the 
National Association of Accountants (News of 
Associations—July, p. 10). 

MTM Conferees Meet in N.Y. Oct. 25-27—Many 
subjects to be discussed by cost-control conferees 
(News of Associations—Sept., p. 12). 

National Busi Forms A iation 1969 Con- 


(News of Associations—Mar., p. 12). 

lans Business Training Conference—Con- 
ference and equipment exposition held Aug. 8-10 
in New York City; presents new developments 
in training-education technology (News of As- 
sociations—Feb., p. 10) 

Records Manager Group to Meet—12th annual 
conference of the American Records Manage- 
ment Association in New York, Oct. 24-27 
(News of Associations—Aug., p. 10). 

Audio-visual program at Indiana University— 
Sponsored by American Society for Training & 
Development and the audio-visual center of the 
University (News of Associations—Oct., p. 12). 

for Comp g Machinery Announces 
Contest—For best paper on past, present and 
future aspects of computer technology (News 
of Associations—Jan., p. 10). 

ADAPSO Publishes Annual Member ~~ —1966- 
1967 directory lists name, address, telephone 
number of individual service centers; also name 
and title of company’s rep. (News of Associa- 
tions—Feb., p. 10). 

BEMA Chairman Named—C. M. Dick Jr., vice- 
president marketing, A. B. Dick Co. succeeds 
T. A. Smith (News of Associations—Dec., p. 12). 

BEMA Products at 1967 Show—List of exhibitors 
given; 65,000 executives expected to attend (Of- 
fice Equipment News—Oct., p. 87). 

BEMA Show at N. Y. Coliseum Oct. 23-27—“‘New 
Vistas for Progress” will be theme of 9th an- 
nual equipment display and management con- 
ference (News of Associations—Sept., p. 12). 

BEMA Show, Oct. 23-27—Will present “New 
Vistas for Progress’ program at New York 
Coliseum (Oct., p. 84). 

DPMA Accepting Annual Test Applications—Test 
leads to certificate in data processing (News of 
Associations—Oct., p. 12). 

DPMA Presenting Fall Seminar Series—Seminars 
on management effectiveness held in 23 cities in 


_ 


ti To be Sept. 24-27, 1969, at the Sherman 
House Hotel, Chicago. Will have an industry- 
wide Business Forms and Systems Exposition 
(News of Associations—May, p. 10). 

100 Will Exhibit at EDP Conference—Spring 
Joint Computer Conference will be April 18-20 
in Atlantic City. 5,000 expected (News of Asso- 
ciations—Apr., p. 10). 

Operations Research Meeting Scheduled—An- 
nouncement of 32nd Annual Meeting of the 
Operations Research Society of America at 
Sheraton-Chicago Hotel, Nov. 1-3 (News of As- 
sociations—June, p. 10). 

Paperwork Meeting on ‘Constructive Answers to 
Paperwork Problems’’—Three day exhibit spon- 
sored by the North Central Visual Communica- 
tions Congress in Minneapolis June 8-10 (News 
of Associations—May, p. 10). 

Quality Control Can Reduce Clerical Errors by 

80%-Statistical methods produce vast savings 
in cost Lpeg of an mea sag eg p. 12). 

S ging for Profits” Set—Round 
table «le fl to be held in conjunction with 
AMS Midwestern Management Seminar and 
pues Business Show (AMS Report—Jan., p. 
4 


Sixth National Lighting Exposition—In New 

York Coliseum Apr. 30-May 3; Will show latest 
developments in commercial lighting (News of 
Associations— Apr.,, p. 10). 
Show April 17 to 19— 
Sponsored hy Charlotte chapters of AMS and 
National Association of Accountants (News of 
Associations—Nov., p. 12). 

October Meeting Announcement—43 Semi- 
nars scheduled in Detroit (News of Associa- 
tions—Aug., p. 10). 

SPA Opens New Office—All facilities of Sys- 
tems & Procedures Association now under one 
roof in Cleveland. Now available: new Instruc- 
tor’s Manual for the “Business Systems” text- 
book (News of Associations—Apr., p. 10). 


Systems and Procedures Association Has Com- 
petition—Will give $2,000 research grant to doc- 
toral candidate performing research in manage- 
ment systems (News of Associations—Jan.. p. 


Systems, Microfilm Officers Elected—List of new 
officers of the Systems and Procedures Associa- 
tion and of the International Micrographic 
Congress (News of Associations—July, p. 10). 

Time Capsule Holds Corporate 7 bad Ha Data— 
Placed in concrete at new Manager Learning 
Center of American Foundation for Management 
Research at Hamilton, N.Y. (AMemo—Oct., p. 
108). 

VCC Congress Dates for Next Five Years—Pro- 
jected dates and locations listed for Interna- 
tional Visual Communications Congress (News 
of Associations—June, p. 10). 


Books Reviewed 


Aut d & 


an Progress—edited by 
Howard i Bowen and Garth L. Magnum; Pren- 
tice Hall, 170 pp., $4.95 clothbound, $1.95 paper- 
bound (Mar., p. 92). 

Business Etiquette Handbook—By Parker Pub- 
lishing Co, Editorial Staff, 338 pp. (Mar. p. 93). 

Computers and Small Manufacturers—By Alex- 
ander M. Blanton, Joseph Traut and Associates, 
Computer Research & Publications Associates; 
159 pp., $17.50 (Sept., p. 8&3). 

Corporate Management in a World of Politics: 
the Public, Political, and Governmental Problems 
of Business— By Harold + on McGraw-Hill, 

72 pp., $7.95 (Sept., p. 82). 

Decision and Control— By Stafford Beer, John 
Wiley & Sons Inc., 550 pp., $13.50 (Feb., p. 86). 

Depreciation Decimals Schedules—By "Garfield 
G. Thatcher, Thatcher Publishing Co., 20 pp., 
$4 (July, p. 72). 

Effective Executive, The—By Peter F. Drucker, 
Harper & Row, 178 pp., 34.95 (May, p. 96). 

Executive in Transition, The—By Gineieen B. 
Randall, McGraw-Hill, 152 pp., $5.95 (Apr., 
p. 90). 

Front-Line M bi , The—By 
James Menzies Bek — Viewtaie Todd Black; 
McGraw-Hill, 292 Pp., $7.95 (June, D. 96). 

How to Move in an ive’s 
Guide to Changing Jobs—By James Menzies 
Black and Edith = Lynch; McGraw-Hill, 234 

pp., $6.95 (Mar., ). 

Human Sceomalentions Its Monagement and 
Value, The—By Rensis Likert; McGraw-Hill, 258 
pp., $7.95 (Nov., p. 86). 

International Business: Environment and Adap- 
tation—By Roy Blough, McGraw-Hill, 373 pp., 
$8.95 (May, p. 

Management Games for Teaching and Research 
—By E. M. Babb and L. M. Eisgruber, Educa- 
tional Methods Inc., 270 pp., $16.90 (Feb., p. 
86) 


Management of Date Processing, The—By Rich- 
ard G. Canning and Roger L. Sisson; John 
Wiley & Sons Inc., 124 pp., 36.95 (Oct., p. 99). 

Management Policies, 1: Their Development as 
Corporate Guides, and Management Policies II: 
Sourcebook of Statements—By M. Valliant Hig- 
ginson, American Management Association, 127 
pp. _ 109 pp. respectively, $12 each (Feb., 
p. 8 

Management Styles in Transition—By Glenn A. 
Bassett, American Management Association, 
208 pp., $9; AMA members, $6 (May, p. 96). 

Managing the Young Adults—By John S. Mor- 
gan; American Management Association, 207 
pp., $7.50 (Nov., p. 86). 

Organizational Decision Making—By Marcus 
Alexis and Charles Z. Wilson; Prentice-Hall. 
447 pp., $10 (June, p. 96). 

Personnel: The Human P of M it 
—By George Strauss and Leonard R. Sayles; 
Prentice-Hall, 756 pp., $9.75 (July, p. 72). 

Procurement and Inventory Systems: Theory and 
Analysis—By W. J. Fabrycky and Jerry Banks; 
Reinhold Publishing, 239 pp., $13.50 (Oct., p 


99). 
Professional Monet"; The—By Douglas ~ 
20 


Soaners McGraw- 2 pp., $6.95 (Sept., 

_ Approach to Managerial Decisions, 
The—By Leonard W. Hein, Prentice-Hall, 386 
pp., $8.95 (Aug., p. 71). 

Reality in Management—By Arthur H. Kuriloff; 
McGraw-Hill, 242 pp., $7.95 (Jan., p. 79). 

Secretary's Index to English-By Jean C. 
bp nage Parker Publishing Co., 247 pp., 35.95 
(Apr., 90). 

Total Retnens Characteristics and Implementa- 
tion—By C. C. Wendler, Systems and Procedures 
Association, 123 pp., $6 (Mar., p. 93). 

When Management Negotiates—By members of 
the Subcommittee on Collective Bargaining. In- 
dustrial Relations Committee, NAM, 60 pp., 
$3 (Apr., p. 90). 


ADMINISTRATIVE MANAGEMENT 


ee oe - 
e. e\. a 
ag \ eee 
> a A..\4 we ita ¥ 
a i 
- 
>: , 
: Pe < i 
et = ET LS ATTEN A ELI A EO TL AEN, CI . : a 
3 yr ks 
: { eS 
£ ee 
; ae \ gee 
Pet Bu q ) rey 
7 aan : ; ee ett, 
mine Be oe 
ee Sa 
ee a 7 Bee si 
Se ; eee ik 
, ee 
. ee 
: : a 
a oe 
mr ad a, 
ths 10) aa 
‘ ’ ee 
y i a 
ele 
Boel 
- ‘ae 
Gs ee 
a Age be. 
nae a 
: q 3 ee 
cers oa 
a By 
ere 1 Be. 
pat _—_ 
oA 4 
See - 
ees a 
eas (ae Pe 
aaa ae ie ae ag 
it Se aa 
wey us a 
San *%. 
Wa tad S82 259 
a as 
3 i, 
: ee 
A puke Re 
Seng ee ae 
* tag 
conte | oy 
Bes ee etd 
Se (oe ao 2 
a7 Siz _ : 
aa ae aan 
eae 7 
Pale ‘ 
ape aL} 
on Fania e i 
spe. to my 
Yo has hs 
7 o ne 1] ae 
3 CA 
|: + arr, 5 
: oa 
‘ ia 
on ae 
i 7 
aa ee 
ae ph, 
Rg che eee 
ory ee 
oP Bact 
uae f 
ar: 2 et 
aa 
aie Batya 
- =n , 
: aan 
My A wana 
oe ; an e 
oy : x, 
rine Alf 
i fi Ha RS ie a 
ieee oan at 
re : 
bs” Leet | ay | 
| ees Ee 
1 pares S88 55 | oe 
Bowe La 
awe whe 
ea | aa 
ava ie Pes hy 
7 ae tds ai 
- meee re 
ae aes Vo 
i _ : 
ay al. 
" i s ‘ 
ee 
lean ny 
BENE ey 
am a] 
ry , 
oF 1 
“, > | 
on a 
sil : a 
aD 7 
be 2 1 
ae “5 
“to z= 
a , sad 
7 fe 
‘ a 
| * 
* % 
\ ; 
: \ 
Bree - ; ' : a W 
y a: || ee 
i — rs. ae 
> = ra ae a + ff ay 
|: cs 


Editorials 


AMS Annual Conference Announcement—May 
21 to 24 at Statler Hilton, Detroit (May, p. 15). 

Are You Moving Up or Down?—No one should 
remain in one position too long (Nov., p. 19). 

Do It Through Them, Not For Them—Points out 
hazards of a manager’s doing someone else’s 
work for them (July, p. 15). 

Fast Pace of Change Gets Faster, The—The num- 
ber of computers in operation three years from 
now will double; executives must keep on learn- 
ing! (Feb., p. 15). 

Finding the Time to Plan Ahead—Tomorrow’s 
successful administrator will be constantly look- 
ing at the problems of the future and planning 
for them (Mar., p. 15). 

Future Value of Your Product, The—Will there 
be a market for your skills in the years ahead? 
(Sept., p. 17). 


pp Cc it Is Twenty—Committee 
deserves support of all businessmen (Oct., p. 19). 

Ideas That Shape Our Times, The—The success- 
ful administrator must recognize the power of 
new and often controversial ideas; he must be 
tuned in to the times (June, p. 15). 

f You Don’t Strive, You Don’t Grow—Brief quo- 
tation from speech by Northeast University pro- 
fessor Israel Katz (June, p. 15). 

Importance of Decision Making, The—Making 
decisions—preferably the right ones—is the job 
of the administrative manager; procrastination 
in this area can spell disaster. (Jan., p. 15). 

Importance of Follow-through in Administrative 
Decisions, The—Executives must create clear di- 
rectives to implement sometimes vague grants of 
authority from top management (Feb., p. 15). 

Legislative Report—Congress expected to re- 
store the 7 percent business tax credit on new 
machines and equipment (Apr., p. 15). 

Need to Train and Re-educate, The— Personnel 
Training and management development pro- 
grams essential today to cope with tight labor 
market (Aug., p. 15). 

Ombudsman for the Office, An—How the om- 
budsman functions in government and pros and 
cons of his value in business (Sept., p. 17). 

Our Annual Report on Copiers—Charts have 
— poner to aid in your buying choice (Dec. 
p. 2 

Postal System Chang Proposed—U.S. Post- 
master has four point program to improve mail 
delivery and cut postal deficit (May, p. 15). 

Prediction for 1967: it promises to be a good 
year but managers will have to work hard to 
make it a profitable one (Jan., p. 15). 

Problem: Sophisti d Machi Service and 
training of operators are two major problems 
for administrators (Nov., p. 19). 

Prices, Profits and Productivity—Managers will 
find prices rising in 1968, and will have to in- 
on productivity to keep profits high (Dec., 
p. 17). 

Realism About Computer Costs—What to do 
when assessing the merits of a new computer 
system (July, p. 15). 

Somebody Goofed—and It Hurts!—Lack of ade- 
quate quality control is management’s Achilles’ 
heel (Oct., p. 19). 

Talked to Any Computers Lately?—Time-sharing 
systems can be used to advantage by most firms 
(Aug., p. 15). , 

Will You Get That Big Promotion?—Report on a 
study of 365 men promoted to top executives— 
~— from administrative positions (Apr., 
p. 15). 


Managerial Overview 


Acc ing for M Terms and Misconcep- 


tions—Proper terminology and correct proce- 
dures discussed; by H. J. Deniken, audit man- 
ager, Arthur Anderson & Co. (Nov., p. 90). 

Big Push to Educate, The—An extensive exami- 
nation of why and how business must allocate 
time and money to make people more competent;' 
a look at new training systems available; by 
Walter A. Kleinschrod, editor (Aug., p. 17). 

College Recruiting Needs Harder Sell—Young 
people today should be given a more realistic 
picture of the challenges, opportunities and re- 
wards of the business world; by Henry G. Van 
Der Eb, executive vice-president, Container 
Corp. of America (Opinion Mar., p. 94). 

Computer Conversion Guide—Important to have 
adequate conversion committee to avoid errors 
in planning (AMS Report—Dec., p. 36). 

Controls Help Ensure Quality—Analysis of how 
a quality control department works, with exam- 
ples; by John Medlin, associate editor (Oct., p. 
20). 


Decision Trees Offer Clear Alternatives—This 
new management technique is described, with 
illustrative charts (Nov., p. 30). 

Diplomacy Needed in Job Evaluation— How to be 
a successful job evaluator; by Charles R. Doyen, 
assistant vice-president, United California Bank 
(AMS Report—Mar., p. 63). § 

Employee Appraisal Works Two Ways—Descrip- 
tion of a valid system of appraisal and decision 
making for manager and employee alike; by J. 
W. Sindall, manager, Bay Area Div., Standard 
Oil of California (AMS Report, Sept., p. 51). 

Finding the Time to Plan Ahead—Tomorrow’s 
successful administrator will be constantly lopk- 
ing at the problems of the future and plann’hg 
for them (Mar., p. 15). 


DECEMBER 1967 


Forecasts for the Fourth EDP Generation—Ex- 
planation of microprogramming, of a new de- 
velopment called firmware, large scale integra- 
tion in circuitry through integrated logic chips, 
and the characteristic called polymorphism ex- 
pected in the computers of the 1970’s (July, 
p. 32). 

Fringe Benefits: Too Many Spoil the Employee— 
The “entrapment theory” is a method for keep- 
ing managers that is not recommended; by F. K. 
Dempsey Jr., industrial relations director, Chi- 
cago Vitreous Corp. (Opinion—Oct., p. 45). 

Good Managers Want to Hear Bad News—You 
need both good and bad news to make the right 
decisions; by John Adam Jr., president, Wor- 
cester Mutual Fire Insurance Co. (AMS Report 
—Nov., p. 59). 

Handling Your Work Fluctuation Crises—Six ad- 
ministrative managers discuss how they have 
solved the problem (Nov., p. 38). 

! ity—A Manag t ‘’Prison’’—A look at 
some of the qualities needed for administrative 
maturity; by K. E. Littrell, general manager, 
Catalog Office Div., Gamble-Aldens Inc. (AMS 
Report—May, p. 59). 

Importance of Follow-through in Administrative 
Decisions, The—Executives must create clear di- 
rectives to implement sometimes vague grants 
of authority from top management (Feb., p. 
15). 
Incompatibility of Employees Can Be a Problem 
—New theory of personality development sug- 
gests people function at one of seven psychologi- 
cal levels (July, p. 24). 

Indispensability: A Management Hazard—How 
to re-educate the executive who believes he is 
indispensable, for the benefit of all concerned; by 
Dr. Jack H. Grossman, consulting psychologist 
(June, p. 42). 

Individual Responsibility vs. Group Decisions— 
Committee and group thinking necessary today, 
but one man still has the final word; by John 
Medlin, associate editor (Jan., p. 24). 

Informal Organization, The—A discussion of 
when and why it’s sometimes important to break 
formal rules, with case histories (May, p. 16). 

Lexicon Can Help ce Terminology—Story of 
the development of a special lexicon for employ- 
ees of the Atomic Energy Commission’s Albu- 
querque Operations; by J. B. McMaster, chief, 
Management Directives and Reports, A.E.C. 
(June, p. 98). : 

Manager Must Look Ahead—Administrative 
managers must keep up with the dynamic n 
of the future, also meet problems of shortage of 
skilled personnel (Jan., p. 18). 

Managers’ Policy-making Role Is Growing—Ele- 


. ments of effective management discussed by 


Raymond Matley, Institute of Office Manage- 
ment, London, England. First article in a pro- 
gram of information exchanges between AMS 
and OMI (AMS Report—Mar., p. 66). 

Management Training Doubled Since 1961—Com- 
panies now spending more than a billion dollars 
on management training (AMemo—Nov., p. 96). 

Need to Train and Re-educate, The—Personnel 
training and management development pro- 
grams essential today to cope with tight labor 
market (Aug. p. 15). 

New AMS Professionalization Program Planned 
—Describes program which aims at certified pro- 
fessional status for administrative managers; by 
W. W. Peck, second vice-president, Metropolitan 
Life Insurance Co. (AMS Report—Aug., p. 53). 

Office Efficiency Rated at 60 Percent—Good man- 
ager should institute methods of measuring and 
controlling office and clerical work (AMemo— 
June, p. 102). ; 

Office Services in an Age of Sophistication—A 
look at the future of machines, services and even 
managers themselves; by Walter Kleinschrod, 
editor (Nov., p. 20). 

Participation Requires New Work Climate—De- 
scription, with chart, of how participative man- 
agement differs from traditional organization 
pyramid; by W. J. Mueller, president, Manage- 
ment Research & Development Institute (AMS 
Report—Sept., p. 54). 

Pension Plans and the Public Interest—Report of 
Financial Executives Institute’s committee on 
employee benefits (AMemo—Dec., p. 80). 

Predictions for the Office of 1984—Some man- 
agers may become obsolete, according to study 
by Sibson & Co., management consultants 
(Nov., p. 34). 

Programmers, How to Hire and Manage Them— 
Sample tests for prospective programmers 
given; discussion of how to establish standards 
and regulations in a programming department 
(June, p. 36). 

Programming: Where It Is Today—A study of 
the changes in computer programming in the 
past ten years (Apr., p. 26). 

Promotables From Your Own Staff—Potential 
managers should be challenged early in their 
careers, as supply of executive talent is dwin- 
dling (AMemo—June, p. 102). 

Somebody Goofed—and It Hurts!—Lack of ade- 
quate quality control is management’s Achilles’ 
heel (Editorial—Oct., p. 19). 

Steps in Planning an EDP Installation—Careful 
early decisions and clear statement of objectives 
are essential (Feb., p. 39). 

Third Generation EDP Dilemmas—An examina- 
tion of the causes of personnel and software 
problems and how to solve them; by Edward A. 
Tomeski, president, Systems & Management In- 
novation (Mar., p. 16). 


Time-Ladder: Do-it-yourself Gauge—How time- 
ladders can be used to measure white collar 
work, with case histories of some firms; by Mel- 
vin Cook, management engineer, the New York 
Times (July, p. 16). 

Time-Sharing: An Updated Report On Uses and 
Facilities-How it has developed over the past 
two years, who needs it, who is using it today, 
some of the costs; by Lewis E. Lachter, manag- 
ing editor (Sept., p. 18). 

Today’s Administrator Wears Many Hats—AM 
survey to 1,000 managers reveals expanded re- 
sponsibilities in past five years; by Lewis E. 
Lachter, managing editor (Apr., p. 16). 

Utilizing a Systems Approach to Planning—How 
to establish a successful systems department; by 
Richard Golze, administrative manager, Safeco 
Life Insurance Co. (AMS Report—Mar., p. 65). 

What Makes a Realistic ‘‘Zero Defects’’ Program 
—Discussion of how such a program can cut 
costs and improve employee relations; by Lewis 
E. Lachter, managing editor (Feb., p. 25). 

What Motivates the High Achiever?—Recogni- 
tion of achievement is more important than fi- 
nancial gain to most people; by William Wilson, 
Western U.S.A. Division Manager, The Peak- 
load Co. (AMS Report—July, p. 41). 

White Collar Union Appeal: Ten Ways to De-em- 
phasize It—Employers should heed union’s cur- 
rent efforts to organize whife collar workers; by 
Ralph M. Swenson Jr., second v-p, Puritan 
Life Insurance Co. (AMS Report—Oct., p. 54). 

Why Small Firms Need Training Programs—How 
management training can work, what it costs, 
why it is important; by Dr. Daniel D. Howard, 
president, D. Howard Associates (Personnel 
Training—July, p. 74). 

Work Station, The—What it is, how it can in- 
crease efficiency, cut costs (May, p. 23). 

Zero Defects: A Change in Attitude—A success- 
ful ZD program must have the support of all 
levels of management; by Jesse A. Long, pro- 
duction manager, The Bendix Corp. (AMS Re- 
port—June, p. 63). 


Miscellaneous 


Alliance for Progress Tie-in Is Boon—The Alli- 
ance is a mutual aid organization between the 
U.S. and Central and South America which 
opens up new investment possibilities and busi- 
ness arrangements (May, p. 39). 

Car Lease Terms Examined—Two types of lease 
contracts available (AMS Report—Dec., p. 35). 

Credit Changes Predicted—Report of survey 
among financial executives on the impact of 
a on money and credit (AMemo—Apr., 
p. 98). 

Credit Union Use Increasing—A look at the 
structure and operation of this employee service 
(Dec., p. 32). 

Economic Study Group Recommends Expanded 
Trade Program for 1968—Statement prepared 
jointly by the Committee for Economie Develop- 
ment in New York and counterpart organiza- 
tions in six foreign countries (Ideas Interna- 
tional—Aug., p. 58). 

“Expo 67’’ Guide for Administrators—How the 
International Trade Center at Canada’s World 
Fair helped businessmen (Apr., p. 74). 

FCC’s Computer Inquiry, The—Result may mean 
government regulation of time-shared EDP sys- 
tems (Oct., p. 28). 

Fire Codes for U.S. Available—Provides guide- 
lines for self-imposed standards in industry and 
commerce (AMemo—Dec., p. 80). 

Government Organization M | Availabl 
829 page reference book gives information on 
functions and activities of all government agen- 
cies (AMemo—Sept., p. 92). 

Holiday Date Changes Considered—Five major 
holidays would all fall on Monday (AMemo— 
Sept., p. 92). 

How to Plan Your Next Overseas Trip—Practical 
steps to be taken (Ideas International—Oct., 
p. 60). 

Keeping Abreast of New Products—Reliable news 
sources are: business publications, salesmen, 
and business equipment shows (Tips for the 
Office—Feb., p. 91). 

Lunching at the Office—Costs of various serv- 
ices, typical problems discussed (Dec., p. 32). 

Michig ans Busi a Fame—First 
election, in 1968, will honor nation’s leading bus- 
inessmen (AMemo—Feb., p. 92). 

Obsolete Office Procedures Used in Europe—Man- 
agement systems lag far behind ours (AMemo— 
Oct., p. 108). 

Postal Rates to Increase—Raised rates will af- 
fect only first class mail initially (AMemo— 
Sept., p. 92). 

Programmed Instruction Library Is Well Used— 
Texts support programmed instruction for 
many employees who do not participate in com- 
pany’s formal studies programs; by Joseph P. 
Snyder, office and personnel services manager, 
Armstrong Cork Research & Development Cen- 
ter (AMS Report—Dec., p. 37). 

Record Retention Requirements Guide—1967 Edi- 
tion now available from Federal Government 
(AMemo—May, p. 100). 

Routing Slips for the Office— Various types avail- 
able, with illustration (Aug.. p. 72). 

Security Program Outlined—20 concrete steps 
that will keep a company’s loss from careless- 
ness and employee dishonesty at a minimum 
(Tips for the Office, July, p. 79). 


75 


“ RE» , : i ’ ne ar 
Ba 
By: 
a 
we 
Es! > 
Sng 
‘ce 
Ba an 
om 
ie a : 
Leis ; 
pe 
ee 
| 
ae 
ig r 
mae 
ve 
- 
Be ul 
sips + 
ae 
ay 
a 
aa: 
a 
i, 
. a 
Ey 
a 
ea 
eee 
ee 
RA 
eal \ 
7 
Cae . 
fe : 
ie : 
atl - 
way | 
Be 
ie 
nt 
ais 
ce ae 
a 
ale , 
Me ¢ 
A . 
a 
ae 
ae 
oo 
e. 
oe : 
ro 
cee y 
Bist : 
wae 
ch ¢ 
2 ae , 
a ; 
e | | 
iF ria ak 
seri; 7° , 
ast | 
ap 
ile 
eck | 
a : 
4 Sra 
Ht 
ie 
1 ey 
hat) 
aie 
yy 
an ee 
By hae ne. : 
Bl | 
Att 
es, 2 
. 
au 
ey 
a 
Lt ae. , 
gre’ 
ee 
ane 
3 4 
z g 
: . : } wiry Seas ae | i a 
a : SA 


1967 Index... Environment, equipment and office personnel conttnveD 


Small Firms Expanding—Expansion programs 
of companies with fewer than 2,000 employees 
have not been blocked by tight money markets 
(AMemo—Jan.. p. 84). 


ting History of 
Computers—Initial grant for first two years of 
project made by American Federation of Infor- 
— Processing Societies (AMemo—Dec., p. 


Snow Removal—Some methods used to mini- 
mize the problem (Oct., p. 104). 

State Abbreviations—List of new abbreviations 
designated by U.S. Post Office (Tips for the Of- 
fice—Oct., p ) 

Survey Service Gathers Data Tailored to Com- 
pany Needs—Western Union Survey Service is 
nationwide organization of expert interviewers, 
doing samplings of all types and sizes (June, 
p. 78). 

Taxes in Various Localities Compared—Chart 
available from Commerce Clearing House, Chi- 
eago (Personnel Problem Clinie—Oct., p. 16). 

“What Every Business Mailer Should Know 
About Zip Code” is available for $2 from Direct 
Mail Advertising Association, 230 Park Ave., 
‘New York 10017 (AMemo—Jan., p. 80). 

Words: What Do You Make of Them?—Discus- 
sion of how word meanings change from one 
individual to another; by Dr. R. E. Dutton, Uni- 
versity of South Florida (AMS Report—Nov., 


p. 62). 2 

With the Editors—Monthly feature; light com- 
mentary. New Year’s Resolutions (Jan., p. 79); 
The Hum of Construction (Feb., p. 88); Phone 
Calls and Meetings (Mar., p. 97); The Four-day 
Week (Apr., p. 97); “Speedy” (May, p. 97): 
Speeding Up the Slowpoke (June, p. 100); 
Afterward (July, p. 81); Cool Summer (Aug.., 
p. 81); Vacation Abroad (Sept., p. 89); Shop 
Talk (Oct., p. 107); Male Stenos? (Nov. p. 96); 
December: Time for Review. (Dec., p. 79). 


Office Environment 


Office design, furnishings, maintenance 


Allocating Executive Office Space—A study of 
factors involved in “A”, “B” and “C” types of 
executive offices: by Lewi is E. Lachter, manag- 
ing editor (June, p. 16). ; 

Audio-visual Room Planning—Detailed descrip- 
tion of room planned for business meetings of 
up to 50 people; by Donald L. Glasell, audio- 
visual manager. Montgomery Ward (Personnel 
Training—Oct. p. 100). 

Available Office Space Scarce—U.S. Office Oc- 
cupancy passes a mene in spring, 1967 
(AMemo—Aug., 

Basic Elements ey ° welt Planned Office—Con- 
siderations of location, construction, space needs 
and environment discussed in detail; by F. De- 
vere Smith, professor of office administration, U. 
of S. Carolina (AMS Report—Jan., p. 43). 

Color: How ‘It Influences Office Work—Specific 
examples of how colors can lead to a better of- 
fice environment; by Archie Kaplan, president, 
Environment Planning (Apr., p. 34). 

Conference Room Appearance—How accesso- 
ries and appropriate furniture can make the dif- 
ference (Office Environment—Nov., p. 42). 

Conference Room Can Play Many Roles—Sug- 
gestions on how to use it on a day-to-day basis 
(May, p. 30). 

Desk Selection—Three factors to consider; by 
Nicholas P. Lardas, associate editor (Office En- 
vironment—Oct., p. 82). 

Furniture Coverings— A survey of wm avail- 
able for today’s office; by Nicholas P. Lardas, 
associate editor (June, p. 46). 

Interior Design Important—Office furnishings 
can contribute to productivity. Current trends 
discussed (Jan., p. 20). 

Light the Working Area, Not the Task—Most re- 
cent improvements in fluorescent and incan- 
descent lighting discussed (Office Environment— 
Feb., p. 42). 

Noise Can Be Controlled—Suggestions on prac- 
tical ways to keep the decibel level low (Tips for 
the Office—May, p. 90) 

“Offices of the Year” Awards for om 
section announces AM’s selections (Mar., p. 45) 
and describes design and administrative strong- 
points of each: Sun Life (p. 46), American 
Dental Association (p. 48), Federal-Mogul 
Corp. (p. 50), Broyhill Furniture Industries 
(p. 51). Capitol Car Distributors Inc. (p. 62). 
International Minerals & Chemical Corp. (p. 
53), International Monetary Fund (p. 54). 
North Carolina Mutual Life Insurance Co. (p. 
54), State Mutual Savings & Loan Association 
(p. 55), State Street Bank & Trust Co., p. 56). 
. TAC Ine. (p. 57), Wells Fargo Bank (p. 58). 
Summary article (p. 43) 

Partitions Offer Flexibility— —Attractive means 
for dividing office space; by Nicholas P. Lardas, 
associate editor (Office Environment—Dec., p. 
40). 

Resilient Flooring Focts—Eight basic kinds avail- 
able for commercial] use, discussed as to advan- 
tages and cost (Jan., p. 32). 

Signs and Their Importance—Some practical 
suggestions on how to use them effectively; by 
Nicholas P. Lardas, associate editor (Office En- 
vironment—Aug., p. 49). 
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Space Allocation Gripes—A rigid office pecking 
order based on rank, seniority and need recom- 
mended (Personnel Problem Clinic—Oct., p. 16). 

Templates: Accurate Office Planning Aids—De- 
scription of types of templates available and 
explanation of how they enable managers to 
pre-plan office layouts: by John Medlin, associ- 
ate editor (Office Environment—Apr., p. 92). 

Two Experts with One Goal: Excellence—A dis- 
cussion of the importance of manager-designer 
compres in new office planning (July, p. 37). 

U.S. Offices Cool to ‘Landscape’’ Space Planning 
Idea—Positions of proponents and opponents of 
idea discussed, with quotes from American of- 
fice planners (Sept., p. 36). 

Veneers Extend Wall Covering Variety—A sur- 
vey of the new types of fabrics, synthetics and 
panelings for wall coverings (May, p. 36). 

Where You Learn ts Important Too—Various 
types of rooms and equipment used for training, 
with many illustrations (Aug., p. 30). 


Office Equipment 


Equipment — Furniture, Supplies 


See also Office Environment 


Carbonless Paper More Widely Used—Advan- 
tages offset slightly higher costs over conven- 
tional carbon materials (Jan., p. 30). 

Desk Selection—Three factors to consider; by 
Nicholas P. Lardas, associate editor (Office 
Environment—Oct., p. 82). 

Envelopes That Fill Today’s Needs—The many 
variations of the basic envelope (Sept., p. 46). 

Executive Desks and Chairs-A New Look—A 
look at the many variations in executive office 
furniture today (Office Environment—July, p. 
46). 


Forms: Two Analyses from Experience—A report 
on how Colgate-Palmolive uses a data mailer 
invoice form; by H. B. Kelley, Forms and Reec- 
ords Manager; and a survey of the four types of 
repro masters now available; by D. F. Farrell 
Jr., Corporate Forms Manager, CBS (May, p. 
32). 

Fire Extinguishers—Brief guide to four office 
types (June, p. 97). 

Furniture Shipments Hit Record High—Report of 
U.S. Department of Commerce survey financed 
by BEMA (AMemo—Nov., p. 96). 

Paper for Your Correspondence—Newest devel- 
opments in office correspondence papers re- 
viewed; by John Medlin, associate editor (Tools 
of the ‘Office—June, p. 70). 

Papers for Your Office Systems—New develop- 
ments: versatility in bond and reproduction pa- 
pers; specialization in spot carbons and optical 
scanning papers; by John Medlin, associate edi- 
tor (Tools of the Office—July. p. 48). 

Purchasing Office Supplies Automatically—How 
Aveo’s Lycoming division reduc ed per year em- 
ployee cost of supplies by 27.3 percent in two 
years (Jan., p. 3€). 

Ribbons for Office Machines: Updated Report— 
New ribbon materials discussed; by John Med- 
lin, associate editor (Mar., p. 30). 

Security Equipment Evaluation—Latest types of 
security equipment available and guidelines as 
to which records should be considered vital; by 
Jcseph Montana, associate editor (Tools of the 
Office—Apr., p. 66). 

Seating for Clerical Staff—Why comfortable 
seating is important and how to achieve it; by 
Nicholas P. Lardas, associate editor (Office En- 
vironment—Sept., p. 84). 


Equipment—Office Machines 


Addressing Machines Are Now Systems Oriented 
—Optional attachments of new addressers extend 
their capabilities; by Joseph Montana, associate 
editor (Jan., p. 48). 

Audio-visuals: New Ways to Teach New Skills— 
A survey of the latest teaching devices, such as 
electronic blackboards, videotape, programmed 
instruction; by John Medlin, asgociate editor 
(Tools of the Office—Aug., p. 40). 

Calculating and Adding Machines—Features of 
the latest machines, with detailed chart giving 
information on most of U.S. calculators; by 


John Medlin, associate editor (Tools of the Of- 
fice—Oct., p. 70). 

Communication Systems—Internal telephones, 
intercoms, teletypes, facsimile transmission sys- 
tems are all examined; by Joseph A. Montana, 
associate editor (Tools of the Office—Feb., p. 
60). 

Computer Too Slow for Investment Firm—Desk 
top calculators operated by skilled bookkeepers 
give daily picture of each client portfolio (Jan., 
p. 72). 

Copiers Today Are Fast, Versatile, Less Costly— 
Comprehensive survey of the market and new 
developments; by Walter A. Kleinschrod, editor 
(Tools of the Office—Dec., p. 42). 

Data-phones Find New Areas— Provide fast serv- 
ice for companies of all sizes who want to send 
data from one EDP site to another (Dec., p. 28). 

Diazo Copiers Use New Paper, Operate Faster, 
Are Smaller—Survey of newest machines (Aug., 
p. 50). 

Dictating Speeds Your Correspondence—Discus- 
sion of dictating equipment and methods, and 
what makes good business letter (Feb., p. 32). 

Facsimile Transmission—Detailed survey of cur- 
rent equipment available (Oct., p. 30). 

Filing Aids; New Ones Accelerate Record Re- 
trieval—Survey of types of filing equipment 
available today; by John ae associate editor 
(Tools of the Office—Nov., p. 64). 

Filing Techniques for the Automated Office—A 
review of some of the best manual record keep- 
ing procedures and systems (Jan., p. 76). 

Investment in More Copiers Will Save Money— 
Report of cost study of copying operations in 
large aerospace firm. (Feb., ° 

Keeping Copying Costs Down—Practical sugges- 
tions on how to eliminate waste in your copying 
dept.: by H. A. Floyd, department chief, Repro- 
duction Services, Western Electric Co. (Mar., 
p. 23) 

Laminction and New Binding Equipment—Rec- 
ords can be protected while in use thanks to new 
binders and do-it-yourself laminating (July, p 


28). 

leasing Office Equipment: The Picture Today— 
Report of survey and discussion of bases for 
lease-or-buy decisions (Dec., p. 22). 

Microfilm’s Role in Communications—Discussion 
of the uses of microfiche, readers and reader- 
printers; by John Medlin, associate editor (Tools 
of the (Office—May, P. $8). 

of | ters Hits New High— 
Increase in eo true of all types and 
sizes of installations (AMemo, Mar., p. 100). 

Office Machines Becoming Faster, Smaller, More 
Versatile. New copiers, duplicators, typewriters, 
automated files, microfilm systems and calcula- 
tors discussed (Jan., p. 22). 

Office Machines: Trend Toward EDP Tie-in—New 
office machines operate as part of an integrated 
data processing system; by Prof. D. D. Duricy, 
School of Business Administration, Miami Uni- 
versity (AMS Report—May, p. 62). 

Paper Shredders Cut Storage, Increase Security- 
Survey of various types of shredders available to- 
day (May, p. 46). 

Replacing Outdated Equipment—Case history of 
three companies’ solutions to this problem; by 
John Medlin, associate editor (Apr., p. 26). 

Tab Cards and Equipment Updated—Comprehen- 
sive survey of current uses of tab cards; by Jo- 
seph A. Montana, associate editor (Tools of the 
Office—Mar., p. 68). 

Typewriter and Calculator Production Figures for 
1966—U.S. is world’s leading producer in both 
(AMemo—July, p. 82). 

Typewriters and Dictating Machines Today— 
Comprehensive survey of newest features in 
both: by John Medlin, associate editor (Tools of 
the Office—Sept., p. 56). 


Personnel 


Accident Costs Multiply—One incapacitated em- 
ployee can have far reaching effects; with a list 
of safety rules (Tips for the Office—Aug. p. 78). 

Alcoholic Worker, The—Practical suggestions on 
how to recognize him, deal with him; by James 
S. Ray, administrator, Milwaukee Council on 
Alcoholism (Apr., p. 64) 

Analysts, Programmers and Computer Operators 
Needed—Qualified personnel lagging behind in- 


Reprints Available at 50 Cents Each 


Reprints of articles in the accompanying list may be obtained from 

’ our Reprint Department at 50 cents each. Most will be reproduced on 

‘photocopying equipment, though a number of our more frequently 

requested articles are available printed on glossy paper, while sup- 

plies last. Lower rates apply on quantity orders. Address all inquiries 

and orders to Administrative Management, Reprint Department, 51 
Madison Ave., New York, 10010. 
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creasing number of computer installations 
(AMemo—May, p. 100). 

Benefit Increases—How High Will They Go?— 
Future seems to hold ever increasing fringe ben- 
efits; by Dean T. Price, assistant secretary for 
Personnel, Employers Mutual Casualty Co. 
(AMS Report—Sept., p. 52). 

Benefits More Important Than Raises to the 
British—American companies overseas should 
tailor their policies to local conditions (Ideas 
International—Nov., p. 48). 

Bonus Pian Can Improve Group Work—Story of 
how this is done in insurance company’s mail 
and copying depts.; by J. R. Fairman, super- 
visor, General Services Division, Connecticut 
General Life Insurance Co. (AMS Report—Feb., 


p. 58). 

College Recruiting Needs Harder Sell—Young 
people today should be given a more realistic 
picture of the challenges, opportunities and re- 
wards of the business world; by Henry G. Van 
Der Eb, executive sn. Container 
Corp. of America (Opinion—Mar., 

Current Draft ‘neiinations—Comarehenaive 
listing of classifications (Mar., p. 26). 

Diplomacy Needed in Job Evaluation—How to 

a successful job evaluator; by Charles i 
Doyen, assistant vice-president, United Califor- 
nia Bank (AMS Report—Mar., p. 63). 

Discharging an Unhealthy Employee—Company 
ean discharge employee suffering from over- 
weight and accompanying disorders (Personnel 
Problem Clinic—July, p 

Dismissal Without Advance Notice—Employees 
need to be told clearly when their work is not 
er (Personnel Problem Clinic—Sept., 


4). 
a Background Mi: ted—Should 
an employee be fired for lying about his back- 
ground? (Personnel Problem Clinic—Aug., p. 


Employee Manuval—How to prepare a good one 
(Tips for the Office—Nov., p. 88). 

Employee-Shareholders Number 3.5 million in 

U.S.—Report of study made by the National In- 
_— Conference Board (AMemo—May, p. 

_ Outside Complaints and Inquiries—If 
they tie up the switchboard, you need central 
es center (Personnel Problem Clinic— 
Nov., p. 16). 

Fringe Benefits Dip—Survey by U.S. Chamber 
of Commerce reports on fringe benefits in 1965 
from questionnaires returned by 1,181 firms 
(Personnel Problem Clinic—Jan., p. 12). 

Funeral Pay—When it should be given (Person- 
nel Problem Clinic—June; p. 12). 

rishment—Can you fire an employee for 
having one filed against him? (Personnel Prob- 
lem Clinic—June, p. 12). 

Giving One Man Two Jobs—A solution to being 
short on skilled personnel is to fit jobs to the 
people you already have (Personnel Problem 
Clinic—May, p. 12). 

Good Attendance—Should you reward it with a 
bonus? (Personnel Problem Clinic—Nov., p. 16). 

Gradual Retirement Plan Eases Transition—Dis- 
cussion of three — methods for gradua" 
ween (Sept., 24). 

h School neh alle Rated Poor in English, 
Spelling— —Results of AMS survey of 150 execu- 
tives (AMS Report—June, p. 66). 

Hiring Relatives—Can be okay, but not in same 
clara (Personnel Problem Clinic—Oct., p. 


—— the Learning Environment—Descrip- 
tion of new TWA training program (Personnel 
Training—Mar., p. 34). 

Inflexible Superior a Problem—He should be 
moved or told he risks his own job (Personnel 
Problem ae Oe. p. 16). 

Incompatibility of Employees Can Be a Prob- 
lem—New theory of personality development sug- 
gests people function at one of seven psycho- 
logical levels (July, p. 24). 

Individualize Your Instruction—A report on 
General Electric’s manager training program 
(Personnel Training—Apr., p. 32). 

In-office Education—A look at how seven firms 
do it for both clerical and management person- 
nel (Aug., p. 26). 

Insurance: Three Steps to Good Group Plans— 
An examination of types of group insurance 
available today (Tips for the Office—Mar., p. 


- : 

Job References and Credit Information on Em- 
ployees—Calls should go to one designated mem- 
ber of personnel or payroll departments (Per- 
sonnel Problem Clinic—Aug., p. 12). 

Keep Raising Your Employees’ Goals—The good 
manager makes sure that his staff is growth 
oriented; by Patrick M. Flannery, branch man- 
ager, Manpower Inc. (AMS Report—Feb., p. 


Learning and Doing Go Hand in Hand—Training 
program at Koehring Co., Milwaukee machinery 
manufacturer, described (Personnel Training— 
Sept., p. 34). 

Mailboys, the Importance of Their Appearance— 
Discussion of what a company should ask of 
employees’ dress (Personnel Problem Clinic— 
June, p. 12). 

Managers Will Have New Role i in 1984—Drastic 
changes predicted by report: “Employee Rela- 
tions—1984.” (AMemo—Oct., p. 108). 

Mental Illness History Evaluated—Not an in- 
surmountable obstacle to employment, according 
to Seattle survey (AMemo—Aug., p. 82). 
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Moving Costs for Employees Often Paid—Survey 
of how firms move employees made by Los An- 
geles AMS chapter (AMS Report—June, p. 64). 

NAM Tests Employee Training Methods—Two 
courses developed—one in basic education and 
one in typing—to help people find and hold jobs 
(AMemo—Feb., p. 92). 

Overpayment—Better to recoup an overpay- 
ment gradually (Personnel Problem Clinie— 
Nov., p. 16). 

Overseas Office Staffing—Pros and cons of send- 
ing American personnel abroad, hiring nationals 
of the country, or hiring nationals from a third 
country; by . Duncan, —, Wofac Corp. 
(Ideas International— Sept. +» D. 88). 

Overtime Should Be Fairly Distributed—Com- 
pany may fire employee who refuses to work 
overtime (Personnel Problem Clinic—July, p. 


2). 

Part-time Workers Offer Many Solutions—They 
are especially available as stenographers, secre- 
a and clerical workers (AMS Report—Dec., 

p. 38 

Pension Fund % ulations Studied by C 
Outline of four bills being considered by ‘House 
and Senate cl (June, p. 30). 

Pension Plans and eolensas™ “True Age—How 
you can handle situation of an employee’s hav- 
ing subtracted years from his age — being 
hired (Personnel Problem Clinic—Sept., 14). 

Personnel Function Status Rises Sharply—Today’ s 
personnel staff has important functions such as 
behavioral research, management development, 
organization and manpower planning (AMemo— 
Apr., p. 98). 

Personnel Manager's Expertise Is Growing—Re- 
port on facts presented at conference of Ameri- 
ean Society for Personnel Administration 
(AMemo—July, p. 82). 

Plane and Hotel Reservations—Advantages of 
an experienced a clerk (Personnel 
Problem Clinic—Aug., p. 12). 

Political Education Program for Employees—In- 
surance Co. of North America conducts popular 
semi-annual program; by Ken Kostenbader, staff 
director, Editorial Division, AMS (AMS Re- 
port—July, p. 43). 

Privacy for Artists—Some companies now assign 
cubicles to artists, affording privacy for criti- 
cism and status (Personnel Problem Clinic— 
Sept., p. 14). 

Problem of Bad Attendance—Employer can fire 
someone who is absent too often for whatever 
reason, ry illness (Personnel Problem Clinic— 
Nov., p. 16). 

Profit Sharing Plans—Four questions to answer 
before setting up a sound one (Aug., p. 74). 

Programmers, How to Hire and Manage Them— 
Sample tests for prospective programmers 
given; discussion of how to establish standards 
and regulations in a programming department 
(June, p. 36). 

Promoting from Within—Why it is sometimes 
~~ (Personnel Problem Clinic—Nov., 
p. “ 

Raises—Rule of thumb for amount to be given 
and when an early raise is desirable (Nov., p. 


Realism and Humor Enrich Teaching Films—Re- 
port on the types of training films available to- 
day (Personnel Training—Nov., p. 46). 

Retiring Employees—Survey shows 75% of com- 
panies honor retiring employees; other benefits 
to retirees discussed (AMS Report—May, p. 66). 

Ruling of Human Rights Commission Discussed— 
Question of recording religion, race or color of 
applicants. (Personnel Problem Clinic—July, p. 


). 

Secretary Is Executive Aide—Modern day execu- 
tive secretary is on the way to becoming part of 
management; by Irene D. Kriedberg (AMS Re- 
port—Jan., p. 45). 

Should Oldtimers Be Required to Take Tests?— 
Yes, as properly constructed tests would not 
discriminate against them (Personnel Problem 
Clinice—Aug., p. 12). 

Space Allocation Gripes—A rigid office pecking 
order based on rank, seniority and need recom- 
mended (Personnel Problem Clinic—Oct., p. 16). 

Student Evaluation System Available—Firms 
may obtain pre-employment data on_ college 
seniors before hiring them (AMemo—Mar., p. 


Survey Measures Clerical Standards—Westches- 
ter chapter of AMS polls businessmen on skills 
— by job applicants (AMS Report—Jan., 
p. 46). 

Temporary Personnel Services Gain Recognition 
Abroad—Report on the first World Congress of 
Temporary Services in Paris; by William Olsten, 
president, Olsten’s Temporary Personnel (Ideas 
International—Aug., p. 58). 

Training Trends in Management—Report on re- 
sults of questionnaire to 75 companies in all 
fields about types of management programs they 
favor, their sources of recruitment, basis for 
selecting trainees (Feb., p. 16). 

Uniforms for Both Sexes—Under Federal Equal 
Pay Act, male tellers must receive uniforms or 
cash equivalent, if female teller uniforms are 
provided (Personnel Problem Clinic—July, p. 
2). 


Uniforms for Office Workers Gaining Acceptance 
—Bank tellers, secretaries, even executives are 
given well designed iT to coordinate a com- 
pany’s image (Feb., p. 30 ). 

Unions Lag in White Collar ‘Organization—White 
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‘GRAPHIC VISUAL CONTROL 


You SEE How To Get Things Done 
With The BOARDMASTER System 


“You see a Graphic Picture of your 
operations, spotlighted in color. You 
have facts at Eye Level. Saves time, 
cuts costs and prevents errors. 

Ideal for Production, Maintenance, 
Scheduling, Inventory, Sales, Traffic, 
Personnel and many other uses. 

Simple and flexible tool. You write 
or type on cards and post on board. 
All cards are interchangeable. 
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Aluminum. Over 1,000,000 in use. 
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collar worker# generally satisfied with jobs and 
reluctant to view the union as an option for 
personal choice (AMemo—Jan., p. 80). 

U.S. Issues Job Test Guide—Booklet discusses 
administration of ability-aptitude tests in in- 
dustrial settings, as related to race problems 
(Feb., p..12). 

What Makes a Realistic ‘Zero Defects’ Program 
—Discussion of how such a program can cut 
costs and improve employee relations; by Lewis 
E. Lachter, managing editor (Feb., p. 25). 

When You Fire an Employee—How to make the 
experience as smooth as possible. (Personnel 
Problem Clinic—Apr., p. 12). 

White Collar Unions Add 9,000 in 1966—Chart 
gives union statistics from 1962-66 (May, p. 92). 

White Collar Workers Have New Union Council— 
Council will cover 17 AFL-CIO unions in the 
arts, sciences, professions (AMemo—July, p. 
82). 


Work-experience Programs Aid Employers—In- 
school programs cut gap between theory and 
practice a new employees (Personnel Train- 
ing—Dec., p. 71). 

World ‘Survey of Social Security Programs—22 
countries throughout the world use index-related 
adjustments to automatically update benefits in 
their systems (Ideas International—July, p. 73). 


Self-management 


Do It Through Them, Not For Them—Points out 
hazards of a manager’s doing someone else’s 
work for them (July, p. 15). 

Fast Pace of Change Gets Faster, The—The num- 
ber of computers in operation three years from 
now will double; executives must keep on learn- 
ing! (Editorial—Feb., p. 15). 

. Future Value of Your Product, The—Will there 
be a market for your skills in the years ahead? 
(Sept., p. 17). 

Ideas That Shape Our Times, The—The success- 
ful administrator must recognize the power of 
new and often controversial ideas; he must be 
tuned in to the times (June, p. 15). 

Importance of Decision Making, The—Making 
decisions—preferably the right ones—is the job of 
the administrative manager; procrastination in 
this area can spell disaster. (Editorial—Jan., p. 
15). 
Indispensability; A Management Hazard—How 
to re-educate the executive who believes he is 
indispensable; by Dr. Jack H. Grossman, con- 
sulting psychologist (June, p. 42). 

Manager Must Develop Own Effectiveness—How 
to make more successful use of your time and 
resources; by Peter F. Drucker, management 
consultant (Apr., p. 40). 

Managers Must Master Social Problems—The im- 
portance of proper handling of human relations 
with specific examples; by B. K. Wickstrum, 
president, General Time Corp. (Aug., p. 34). 

and Org of the Manager's 
Work— A checklist of what needs to be done in 
these areas (Personnel Training—May, p. 42). 

Selecting Your Successor—Qualities to as for 
and importance of indicating person who would 
——? by John Medlin, associate editor (Dec., 

8). 


y . Program—AMS members can 
avail themselves of its six-point program (AMS 
Report—Oct., p. 58). 

Seminars Analyze Information Systems—Free 
seminars for middle and top management being 
held in Chicago and New York by the Bell Sys- 
tem (Personnel Training—June, p. 52). 

Speeches, Their Preparation—Major factors in a 
successful speech; by Harry Rotenbury, director 
of management services, Insurance Co. of Amer- 
ica (AMS Report—May, p. 64). 

Test Your Decisions with Follow-up—Discussion 
of personal qualities that contribute to a g 
decision; by LeRoss Parker, assistant personnel 
director, Stone & Webster Service Corp. (AMS 
Report—Oct., p. 56). 

Will You Get That Big Promotion?—Report on a 
study of 365 men promoted to top executives 
from administrative positions (Apr., p. 15). 


Systems Improvement 


General 


Copier Improves Firm's Efficiency—Chicago firm 
uses Xerox 914 copiers for communication, 
credit policy precedures and mail ordering op- 
erations (Systems in Action—June, p. 58). 

Copier Reduces Filing Problems—Bank uses cop- 
ies of account cards for monthly review of ac- 
counts by officers (Systems in Action—Sept., p. 


Copier System Saves Time and Money—Detailed 
description of how copier, used with an offset 
adapter, is keystone of multiple listing system 
for Board of Realtors (Systems in Action—Feb., 


). 

Excessive Outside Complaints and Inquiries—If 
they tie up the switchboard, you need central 
information center (Personnel Problem Clinic— 
Nov., p. 16). 

Film Dramatizes Need for Training A Successor— 
Story of the film’s message and bed it is used 


by a mega corporation (Systems in Ac- 
tion—Aug., p. 37). 

In-office Duplicating Saves $2,000—National 
Gypsum Co. uses table-top offset duplicator to 
print shipping labels, _ general paperwork 
(Systems in Action—Apr., 46). 

Inventory Reduction ~ er to prob- 
lem of high inventories offered by distribution 
and materials handling consultants’ firm 
(AMemo—Aug., p. 82). 

Keeping Copying Costs Down—Practical sugges- 
tions on how to eliminate waste in your copy- 
ing dept.; by H. A. Floyd, department chief, 
ee Services, Western Electric Co. 
(Mar., p. 23). 

Let's Break That Monthly Bill Habit—Outline of 
procedure to have service bills come less fre- 
quently; by Arthur B. Bangel, senior methods 
analyst, New York City Board of Education 
(Oct., p. 62). 

Microfilm Enlarger/Printers Aid GE Department— 
System provides prints at half the cost of previ- 
ous method (Systems in Action—Dec., p. 69). 

Modular Units Help Draftsmen—Story of the 
modernization of the engineering dept. of the 
Norton Co, (Systems in Action—Apr., p. 49). 

Purchasing Department of N.Y. Stock Exchange 
Stresses Efficiency—Forms control, uniformity in 
furniture buying, use of competitive bids, are 
some of features stressed (Sept., p. 30). 

Plates Speed Catalog Printing—Eimco Corp., 
Salt Lake City, developed method for pre-posi- 
tioning copy for exposure on Ektalith negatives 
(Systems in Action— Nov. + D. D2). 

Purchasing Office Supp ically—How 
Avco’s Lycoming division Bevcer per year em- 
ployee cost of supplies by 27.3 percent in two 
years (Jan., p. 36). 

Rolling Files Organize Plans—10,000 sets of 
plans are filed in 35 square feet of space at 
Purex Technical Center (Systems in Action— 
Apr., p. 50). 

Save for Today, But Plan for Tomorrow—The 
new building of the Los Angeles Department of 
Water and Power was planned to accommodate 
800 more employees by 1990 (Systems in Action 
—June, p. 56). 

“Team” Soves Firm $4,000 a Year—Paperwork 
costs reduced by combining a tabletop offset 
duplicator with an ner copier (Systems 
in Action—May, p. 52 

Using ‘Sample Method” for Quality Control— 
How random sampling can be applied to office 
paperwork procedures; by Joseph B. Heil Jr., 
staff supervisor—Business Systems, Chesapeake 
& Potomac Telephone Co. (AMS Report—Feb., 
p. 55). 

Utilizing a Systems Approach to Planning—How 
to establish a successful systems department; by 
Richard Golze, administrative manager, Safeco 
Life Insurance Co. (AMS Report—Mar., p. 65). 

Videotape Aids Sales Techniques—Playback al- 
lows salesman to criticize himself after a session 
of “role-playing” of typical sales situations 
(Systems in Action—Aug., p. 39). 


Systems—Clerical 


See also Systems—Correspondence, and 
Systems—Record-keeping 


Conveyor Speeds Credit Information—Retailers 
Credit Bureau in New York uses 90-foot “Orda- 
Flo” document conveyor to process credit in- 
quiries quickly (Systems in Action—Oct., p. 68). 

Heavy Typing Cut by Two-Thirds—Use ‘of Bur- 
roughs Corp. System Set form solves problem of 
sending quotation requests to competitive bid- 
ders (Systems in Action—June, p. 58). 

How Much Energy Does a Typist Use?—Report 
- a aga and motion studies (AMemo— 

ov. 

Motorized File Centralizes Work—One answer to 
need for hour-to-hour updating of information 
hy a production-control department (Aug., p. 


“One-Write” Order System Explained—How sys- 
tem effects economies in labor and material ex- 
penses; by Woodrow Spear, president, Industrial 
Office Supply Co. (Apr., p. 60). 

Real Copying Costs—Survey tell how to cut 
them; by Frank D. Zieve, office manager, Cutler- 
Hammer Inc. (AMS Report—Nov., p. 60). 


Systems—Communications 


Conveyor and Pneumatic Tube Network Trans- 
ports Mail and Paperwork—Description of system 
installed in U.S. State Dept. headquarters (Jan., 


p. 70). 

Cost of Average Business Letter—During 1967 it 
=> $2.49—up 5 cents since 1966 (AMemo— 

pr., 

Date-phones Find New Areas—Provide fast 
service for companies of all sizes who want to 
= data from one EDP site to another (Dec., 
p. 28). 

Dictation System at Phoenix—Description of 300 
telephone dictating system at Phoenix Mutual 
Life, Hartford (Systems in Action—Mar., p. 38). 

Efficient Use of Modern Communications, An— 
Leased circuit operates 24 hours a day, keeps 
headquarters in touch with all far-flung 
branches, provides recording of everything com- 
municated (Jan., p. 73). 
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Getting the Message to Employees—Various 
media discussed, such as bulletin boards, house 
organs, public address systems (Tips for the 
Office—Sept., p. 42). 

Intercom Effective Over Sorter Noise—Executone 
100 Series intercom system is supplemented by 
= amplifier (Systems in Action—Mar., p 
3} 

Simple Rules for Effective Letter Writing—What 
makes a business letter a pleasure to receive and 
easy to understand (Jan., p. 36). 

Telecommunications Systems—How to determine 
which is best for your company; by Thelma D. 
Ricci, supervisor of Office Services, Interna- 
tional Latex Corp. (Apr., p. 62). 


Systems—Correspondence 
Dictation, typing and mailing 


Communication—But Less Paper—Ten top execu- 
tives at the Tappan Co. need only three secre- 
taries by using a central recorder, Edison Mer- 
“7 II Televoice (Systems in Action—July, p 


Labeler Solves Mailing Problems—How an EDP 
system can replace an address plate file which 
has otherwise become obsolete (Mar., p. 77). 

Shipping by Air—Four ways: their adv antages, 
cost i for the Office—Apr., p. 54). 

Ten Ways to Your Correspondence—Dis- 
cussion of dictating equipment and methods, and 
what makes a good business letter (Feb., p. 32). 


Systems—ADP and EDP 


Bank Programming—How three girls handle an 
NCR 315 computer system (Oct., p. 48). 

Computer and Dual Form Simplify Order Proc- 
essing—Description of installation at Knoebel 
Mercantile Co., Denver (Systems in Action— 
Mar., p. 36). 

Data Analyzed by Calculator—Keyboard entry 
printing calculator used for frequent and quick 
financial data analysis (Systems in Action— 
Apr., p. 52). 

Data Flow Network Links Markets—Oil company 
uses teletypewriter network linked to data proc- 


With the editors 


ERE WE are again at the 

close of a year. This issue 
contains an index of all of the 
articles published in Administra- 
tive Management during 1967. 
The quantity is impressive, and 
we hope you found the quality 
impressive as well. 

Our front cover says that AM 
is the magazine of methods, per- 
sonnel and equipment. We try to 
cover these three broad areas in 
each issue. Personnel, of course, 
means your staff, but it also in- 
cludes you. Therefore we have 
articles on self-management top- 
ics as well as general overview 
pieces. 

This is a good time to look back 
over the year’s work and evaluate 
it as objectively as_ possible. 
Where did we succeed (you in 
your field, we in ours) ? Where 
did we fail? Why? How can we 
do better in 1968? 

If you have suggestions for ar- 
ticles that you would like to write, 
or any that we might cover, we 
would appreciate hearing from 
you. We try to cover the field of 
administrative management, but 
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essing center (Systems in Action—Oct., p. 66). 
a Processing Aids Sales Calls—Nucleus of 
marketing information system is use of data 
processing techniques to Sales Call Reporting 
(Systems in Action—Apr., p. 48). 
EDP System Conversion—Temporary team hired 


:by bank to convert its IBM 1400 series to the 


360 system (Systems in Action—Sept., p. 


Paper Tape Replaces Punch Card Operation— 
EDP facilities centralized order control for the 
oe Mfg. Co. (Systems in Action—May, p. 


Programming: Where It Is Today—A study of 
the changes in computer programming in the 
past ten years (Apr., p. 26). 

Standard Handwritten Characters Sought—U.S.A. 
Standards Institute working on this problem to 
aid data processing (AMemo—Feb., p. 92) 

Taped Course Teaches EDP—Beginners and ad- 
vanced courses in programming available with 
computers from National Cash Register (Sys- 
tems in Action—Aug., p. 38). 

Third Generation EDP Dilemmas—An examina- 
tion of the causes of personnel and software 
problems and how to solve them; by Edward A, 
Tomeski, president, Systems & Management In- 
novation (Mar., p. 16). 

Trend Toward More Aut tion Will C 
Softwares developments seen which will revolu- 
tionize manager-jobs (Jan., p. 16). 


Systems—Record-Keeping 


Carbonless Paper Used in Sun Life’s Three-part 
Form—Debit and credit memo is printed in con- 
tinuous form and processed manually (Systems 
in Action—Dec., p. 70). 

Filing with a Subject Decimal System—Detailed 
description of how to’set up such a system; by 
John M. Anderson, Cost & Planning Dept., FMC 
Corp. (Mar., p. 27). 

Filing Concept Saves $83,000—Rotary files pro- 
duce savings in division handling insurance ap- 
plications (Jan., p. 73). ‘ 

How to Handle Increased Filing Load—How 
TOPS installed five kinds of record storage and 


December: Time to Review 


it ranges far and wide, and some- 
times an area is overlooked, or 
the emphasis is somewhat off. 
Your suggestions will most as- 
suredly be given careful consid- 
eration. 

Business techniques and edi- 
torial needs are changing rapidly 
in our dynamic society. The eco- 
nomic picture requires careful 
day to day scrutiny (see editorial 
on page 17). However, we can’t 
rush ahead without setting our 
sights. We must plan rapidly but 
well. And we must follow through 
to see that the quality of the job 
is the best possible. 

The year 1967 was a good one 
for us. There were a great many 
personal satisfactions during the 
year, and Administrative Man- 
igement recorded an excellent 
srowth picture. We sincerely 
hope that 1967 was good to you 
also. 

It might be a little early, but 
the entire staff of Administrative 
Management wish you and yours 
a very Merry Christmas and a 
Happy New Year. 

—L. E. Lachter, managing editor 


retrieval units (Systems in Action—Feb., p. 48). 

Microfilm File Compacts 132 Foto Record Sys- 
tem—Tax records formerly on 100,000 cards now 
fit in one table top microfilm holder (Systems 
in Action—Oct., p. 64). 

Microfilm Filing Creates Additional Office Space 
—Space reduction, rapid retrieval, lower costs 
for record maintenance achieved by microfilmed 
filing; by T. C. a business assistant, Rec- 
ords Division, and W. H. Rozier, senior pur- 
chasing —— Tennessee Eastman (AMS 
Report—July, p 

Record it Problems Solved After Firms 
Merge—Story of lateral file installation when 
Lend banks merged (Systems in Action—July, p 
7 

Sampling Improves Forms Control Six Ways— 
How to conduct an effective sampling program 
to control forms; by Wilbur J. Fuhro, industrial 
manager, Naval Ammunition Depot, Cranford, 
N.J. (July, p. 20). 

Three-part Form Simplifies Exp A 
Solution for company with complicated rar 
operations for its selling force (Systems in Ac- 
tion—Nov., p. 50). 
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Administrative Management 


American Telephone '& Telegraph Co. ........ 
Agency—N. Ww. Ayer & Son, Inc. 


Aztec Industries, Inc. 
Agency—Ross Llewellyn, Inc. 


Bankers & Merchants, Inc. ees 
Agency— Burlingame /Grossman, Inc. 


Bell & Howell Business Equipment Group, 
RR aA 
Agency—Albert Jay Rosenthal & Co. 


Bell System... 
Agency—N. W. Ayer & Son, Inc. 


. Bostitch, Inc. 


Agency—Horton, Church & Goff, Inc. 


Business Efficiency Aids, Inc. 
Agency—K & A, Inc. 


Canon U.S.A. Inc. 
Agency—Kameny Assoc., Inc. 


Catskill Craftsmen, Inc. 


Codo Mfg. Corp. 
Agency—Charles E. Yost Adv. Agency 


Columbia Ribbon & Carbon Mfg. Co., Inc. 
Agency—E. M. Freystadt Assoc., Inc. 


Dennison Mfg. Co., Copier Div. 
Agency—Horton, Church & Goff, Inc. 


Ditto Div., Bell & Howell 
Agency—Albert Jay Rosenthal & Co. 


Dixon Crucible Co., The Joseph 
Agency—Ad Graphics, Inc. 


Eastman Kodak Co., Copy Products Business 
Systems Markets Div. 
Agency—J. Walter Thompson Co. 


Eastman Kodak Co., Ektalith Business 
Systems Markets Div. 
Agency—J. Walter Thompson Co. 


Electric Wastebasket Corp. 
Agency—Channel Adv. Agency, Inc. 


Employers Overload Co. 
Agency—Miller & Assoc. 
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